Applying for Approved Training

While You Are Collecting

Unemployment Insurance

Do You Need Training?

If you need to acquire new skills in order to become
re-employed, please read this information on the
Training Opportunities Program to learn how to find
the right training program and how attending training
may affect your unemployment insurance (Ul) benefits.

Section 30 of the Massachusetts Employment and
Training Law allows the Division of Unemployment
Assistance (DUA) to waive an active work search by
claimants who meet certain eligibility requirements.
This means that claimants can continue to collect their
Ul benefits while in agency-approved training.

Questions to Ask Yourself

If you need new job skills and want to attend

a training program while you are collecting
unemployment insurance (Ul) benefits, there are
several items for you to consider and questions for
you to ask yourself.

1. What training will be right for you? How much
training do you need?

e To be approved to attend training, you must
choose a program no longer than one year’s
duration.

Will you be able to complete it before your benefits
end?

e |f so, you will only need to apply for a waiver
of your worksearch activities while you are
collecting Ul benefits.

2. What if the program extends beyond the duration of
your benefits?

e Ifit does, you can apply for an extension of your
unemployment insurance benefits. The extension
is @ maximum of 18 weeks of benefits or until
the completion of your training, whichever
comes first.

e To be approved for the extension, you need to
apply for Section 30 approval by the 15™ paid
week of your claim.

e To qualify, your training program must be on the
Section 30 list of approved training programs.

3. How will you pay for your training?
e (an you pay for the training yourself?

e Will you need funding to pay for your training? If
you do want help paying for your program, will
you meet the eligibility requirements for funding
assistance?

e Even if you are eligible to receive financial
assistance, will funding be available?
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e If you are approved for financial assistance, is your
school on the approved list?

For more information, and to apply for funding
assistance, check with your local One-Stop Career
Center. (See “If you need funding”)

Eligibility Requirements
You may be eligible for approved training if you:

are permanently separated from your previous
employer;

are unlikely to obtain suitable employment based on
your current skill level; and

need training to become re-employed.

When to Apply

If you need training, you should start to look into the
availability of training programs as soon as possible.

If your approved training program is going to extend past
the duration of your regular unemployment insurance
benefits, you may be eligible for an extension of your
benefits while you are completing your training. The
extension can be no longer than 18 weeks or through the
last week of your training program.

In order to be eligible for the extension, you must apply
by the 15™ paid week of your claim. (A paid week is one in
which you receive all or part of your weekly benefits.)

You must file an application with DUA for approval of your
program prior to starting training. Allow at least three
weeks in order to ensure that there is enough time to
process your application.

If you apply after the 15th week, you may attend an
approved training program while you are collecting
benefits, but will not be eligible for an extension of those
benefits.
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Applying for Approved Training While You Are Collecting Unemployment Insurance

In addition, you must actually begin training in the first
available program for which you have been approved
that is located within a reasonable distance from your
residence. In all cases training must start before your
benefit year ends.

Training Program Requirements

In order for DUA to approve your training program,
your selected program must provide you with skills
that are in demand in your labor market area, or in
any other areas to which you would either commute or
relocate.

To be considered for approval, a training program
must:

be full-time—at least 20 hours per week of
supervised class hours for vocational/industrial
training or at least 12 credit hours per week for each
semester of a college program;

be intensive so that you are able to complete it in
one

calendar year, including vacations, class breaks,
etc.;

have a job placement rate of at least 70 percent

for graduates of the same program for the past

12 months. If requested, you may be required to
provide evidence of current labor market demand
for the occupation, such as: help wanted ads from
the local newspaper in your labor market area, trade
magazine ads or job listings;

provide vocational/technical or basic skills training;

clearly identify the occupation for which you will be
trained.

Basic Skills Enhancement

If it is determined that, as part of your re-employment
plan, you need “basic skills enhancement” —English as
a Second Language (ESL), Adult Basic Education (ABE)
or General Equivalency Diploma (GED) preparation—
that course is usually taken as part of a vocational or
industrial training program.

When basic skills enhancement is part of your
vocational plan, the overall length of both programs
may exceed the one year maximum. However, you will
not be eligible to collect more than your maximum
benefits under the regular state program plus the 18
weeks of additional benefits allowed by law.

How to Apply for Training

There are two steps needed to complete the
application process, if you are applying for an
extension of your benefits in addition to the waiver of
the work search activities.

The first step is to find approved training that will
prepare you for the job market. You can receive
assistance from any One-Stop Career Center.

Once you have chosen your program, you must
complete a Training Opportunities Program Application.
This form asks for information on the type of training;
school(s) offering the training; the start and end dates
of the program; and costs of tuition and other related
expenses.

You must also include a program outline or course
syllabus and a school or program calendar if the
course has not already been approved by DUA.

Your school must complete a section of this form,
providing information on the start and completion
dates of your training, class hours per week and the
school’s placement rate in jobs related to the training
program completed.

Remember to submit all of your paperwork at least
three weeks prior to the start of training. A decision
will probably take at least two weeks.

If You Need Funding

You should visit a One-Stop Career Center to inquire
about the possibility of receiving funding for your
training program.

The Division of Unemployment Assistance does

not have funds to help pay for your training. DUA’s
approval of your training means only that DUA will
waive the requirement that you look for work while
you are collecting unemployment insurance, and that
you may be eligible for up to an 18-week extension
of your Ul benefits while you are attending training.
A separate application must be made if you need
financial assistance to pay for your training.

Under the Workforce Investment Act, you may be
eligible to receive funding to pay for some or all

of your training costs. This funding is called an
Individual Training Account (ITA). Eligibility for an ITA
is determined by income, residency and other criteria
established by each of the state’s 16 workforce areas.

In order to be eligible for an ITA, the training provider
you select must also be on an approved vendor list,
certified by the appropriate workforce area.

In addition, some areas may not have funding
available, and most areas have a limit on the amount
that may be available to each customer who is
approved to receive training funds. The maximum
amount of funding will vary — depending upon the
funding limit set by each of the 16 areas.

Help Is Available

A One-Stop Career Center job specialist can help if you
are not sure how to find appropriate training—or if
you are unable to decide what training course is right
for you.

You can receive assistance in evaluating your present
skills and in choosing the best vocational training
program. Career Center staff will provide you with
information on current programs that have been pre-
approved and will help you complete the training
application process.

Remember these important points:

Select the training program that is best for you and
that will help you find employment in your new
occupation.

Complete your application and submit it by the end
of the 15th paid week of your claim.

If you need financial assistance to pay for your
training program, check with your One-Stop Career
Center. DUA does not fund your training costs.
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Massachusetts Department of

Workforce

T AT TRAINING OPPORTUNITIES PROGRAM APPLICATION
Complete When Issuing Form: Return Address:

) ' . Division of Unemployment Assistance
Issuing Office/Code: | | | | | Centralized TOP Unit 1st Floor
Contact Person (Please Print): 19 Staniford Street
. Boston, MA 02114
Phone: Phone: 617 626-5375 Fax: 617 727-1797

PART A: STUDENT INFORMATION (To Be Completed By Student)

Social Security Number: Do you have a definite date of recall to work?
Yes [] No [ If"yes", enter recall date: / /
| |
Last Name First Name M.1.
Street Address
City State Zip Code
Telephone Number: Email Address
Area Code

PART B: TRAINING PROGRAM INFORMATION (To Be Completed by the Training Facility)

LICENSING - Is your school licensed or certified by any State or Federal agency? [ Yes [ No
If yes, list the name of the agency, the applicable license number, and its expiration date below.

Name of License Number
Agency: & Expiration Date:

Name of Training Facility

Street Address

City State Zip Code

Unemployment Insurance Employer ID # (8 Digits) Federal Employer ID # (9 Digits) Training PRO/MOSES course ID # (7 Digits)

Name of Program

Please provide the exact (Mo./Day/Yr.) dates for the student's program.

Start Date: / / Completion Date: / /
Days Per Week: Class Hours Per Week: Credit Hours (If Applicable):
*Complete and attach Form 1629
Total # Weeks of Training: Annual Placement Rate Into Training-Related Jobs: Y%
(FOR D.U.A. USE ONLY)
Check Boxes That Apply
Course Appears on DUA's Section 30 Approved List: Yes [1 No [] BYE: Red Application: ]

Worksearch Waiver:  []

Monetarily eligible? Yes [ ] No [ |Meets §30 Eligibility Requirements? | Meets 15 Wk. Filing Requirement for R.E.D. Benefits?

Non-monetarily eligible? Yes [ No [ Yes 1 No [] Yes [1 No [
AN AUTHORIZED SCHOOL OFFICIAL MUST READ AND SIGN THE REVERSE SIDE.
Form 1622 Rev. 02-04 (Over) Commonwealth of Massachusetts




TRAINING OPPORTUNITIES PROGRAM AGREEMENTS

PART C:

TRAINING FACILITY AGREEMENT
We at

(Name of Training Facility)

(Name of Student)

agree to adhere to the following training requirements in order to allow

to attend the training for which s/he has registered/will register. We will:

1. Notify D.U.A. immediately if student withdraws or fails to attend regularly scheduled classes.

2. Certify that the individual has met the minimum entrance requirements and the ability to successfully complete the training program.

3. Allow D.U.A. to release to prospective students any information necessary for processing their application.

(Signature of Institution Official) (Title) (Date)
(Print Name) Contact Telephone #:
PART D:
STUDENT AGREEMENT

(Please Print Name)

order to receive unemployment benefits to which | may be entitled while in attendance in the

| agree to:

M ownp -

D.U.A.; and

understand and agree to adhere to the following training requirements in

(Training Program)

Attend all scheduled classes; and report any absences by 4:00 p.m. Friday of the week the absence occurred to D.U.A.

Notify D.U.A. either by letter or in person if any problems occur which could affect my continuation in the training program; and
Notify the D.U.A./Career Center of any scheduled or unscheduled breaks in training; and

Maintain satisfactory performance and full-time attendance in accordance with those standards set forth by the training facility and

5. Utilize resources which are available including resume assistance and job search activities through D.U.A./Career Center offices, in
addition to the facility's placement services whenever possible, upon completion of training.

| acknowledge that | have received, read and understand all training duties and responsibilities, for myself, the D.U.A. and the training
provider. Further, | understand that failure to comply with these terms could result in a disqualification from benefits under the state

training program.

| hereby authorize D.U.A. to request and receive school record information needed to verify enroliment, attendance, expected
graduation date, or any other pertinent information.

(Student Signature)

(Date)

RETURN FORM TO: DIVISION OF UNEMPLOYMENT ASSISTANCE, TOP UNIT 1ST FL., 19 STANIFORD ST. BOSTON, MA 02114

PART E:
D.U.A. AGREEMENT

If participation in training is approved for the above-named claimant, the Division of Unemployment Assistance agrees to:
1. Provide unemployment benefits to the claimant, if otherwise eligible.

2. Provide assistance to claimant with their job search.

3. Verify enrollment and monitor student attendance.

(Signature of D.U.A. Career Center Representative)

(See Attached Page for Instructions)

(Date)

This form is used to apply for approved training
while you are coltecting unemployment
insurance benefits. It is important to have it
translated.

HacToswas mpopma npeaHazHadeHa ang
noAaLqw saseneHvs ¢ npocbbon
paspewnTb NPOXoKAeHue
MPoMeccuoHanbHOro obydeHns B neproa
rnonydeHns nocobus no bespaboruue.
HeobxoarMo nMeThb NepesBos 3Tou
PQOopMbl.

Este formulario s¢ usa para solicitar
entrenamicnto aprobado micntras recibe los
beneticios del seguro de desempleo.

Ls importante que se traduzca.

Questo modulo vicne usato per richiedere
Faccesso a un corso approvato di formazione
professionale mentre si sta riscuotendo i
sussidio di disoccupazione. E importante
tradurlo.

Este formulario ¢ usado para a solicitagdo de
valida instrucdo durante o periodo em que esta
recebendo beneficios de seguro de desemprego.
E importante ter este formulario tradurido.
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Yo itilize fom sa a pou yo & aplikasyvon pou
trening ki aprouve pandan ke ou ap resevwa
asirans chomaj la.

Li tre zenpotan pou ou fe yvo tradwi | pou ou.

Mau don nay dung dé xin hoc huin nghé co
suf chdp thuan trong lic dang hudng cac

uyeén Igi bao hiém thit nghiép. N6 can
phai dugce phién dich.
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